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10th Annual Environmentally Preferable Products Vendor Fair and Conference

Welcome!

Dear Vendor of Environmentally Preferable Products,

We would like to extend a hearty welcome to you to
join us on our tenth anniversary of the Environmentally
Preferable Products (EPP) Vendor Fair and Conference.
Over the past decade, the Vendor Fair has grown from a
small conference of approximately 30 vendors and 100
participants to its present 900 attendees and over 110
exhibitors that supply an ever-changing broad range of
EPPs and services.

This year‘s Vendor Fair should be particularly special,
as we take this opportunity to reflect on the progress we
have made in bringing the purchase of EPPs into the
mainstream and feature many of the folks who have
made it happen over the years. We will also take a look
at what lies ahead in the way of new technologies that
are beginning to find commercial applications, and seek
the “ideas and advice” of selected members of the next
generation of environmental advocates.

We are currently hard at work planning out this
anniversary event and would like to invite you to be
part of it. This year, you will have an array of
opportunities to promote  your business to
Massachusetts purchasers:
e Exhibit at the Vendor Fair and meet hundreds
of potential customers!
e Gain additional exposure before and after the
show by becoming a Vendor Fair Sponsor!
e Increase your foot traffic and post-show
exposure through the “Try Before You Buy
Pilot™!
This prospectus provides details on these promotional
opportunities. We are looking forward to seeing you at
Worcester’s Centrum Centre on October 26, 2004 at our
10™ Annual EPP Vendor Fair and Conference!

Sincerely,

Marcia Deegler

Environmental Purchasing Program Manager
Operational Services Division
Commonwealth of Massachusetts

What is the Vendor Fair and
Conference?

The Environmentally Preferable Products (EPPs)
Vendor Fair and Conference, sponsored by the
Commonwealth’s central purchasing office, the Operational
Services Division, is the only event of its kind in
Massachusetts. The Vendor Fair brings together public
sector purchasers from throughout the state to promote the
purchase of recycled and environmentally preferable
products. A full day of educational workshops and vendor
displays offer attendees the latest information on
performance, price, and the environmental benefits of
purchasing these goods.

Who will be there?

Last year’s attendee registration exceeded 800 people
and included such groups and organizations as:

o Buyers and environmental managers from state
agencies, authorities, colleges and universities

e County and local government purchasing agents,
administrators and recycling coordinators

o State and municipal facility managers, DPW
officials and staff

e Public school purchasers and business managers

o Massachusetts business purchasing organizations
and public cooperatives

e Representatives from the Federal government, and
public and private sector from neighboring states

% What’s new this year?

More ways to send your target audience to you:

¢ Rows specifically dedicated to office needs, facility
needs and innovative technologies (page 3)

e “Try Before You Buy” promotions to build traffic
and promote you after the Vendor Fair (page 5)

e Greater sponsor benefits to make your company
more visible before, during and after the show!
(page 6)

o Later lunch — more face time with buyers!
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Exhibit at the Event!

Exhibitor Space

There are 100 booths available in the exhibit hall and 10
in the foyer in the registration area. While all the exhibit
spaces are excellent, the first 25 to register will have the
added privilege of requesting their location in the
showroom. These requests will be accommodated on a
first-come-first-served basis according to the date and
time the registration and payment are received by OSD.
Subsequent booth reservations will be designated at the
discretion of the event coordinator. A limited number of
booths located nearest the entrance of the hall will also be
reserved for the event sponsors. (See page 6 for details).

In order to better match exhibitors with their target
audiences, 2% rows of the exhibit hall will be
designated for specific product types: Office
Avenue, Facilities Row and Innovation Alley.

Payment for Exhibit Space &
Service

Payments may be made by check only. Please make the
checks for Exhibit Space payable to the “EPP
Expendable Trust”. Payments for exhibitor services
must be made directly to SER, the show decorator.

Cancellation Policy: A full refund will be sent if your cancellation is
received by July 23, 2004. A 50% refund will be sent if the
cancellation is received prior to August 15, 2004. Afterwards, no
refunds are guaranteed.

Meal Functions

What are the exhibit fees?
e $550 if paid by August 15, 2004
e $650 if paid after August 15, 2004

What does my exhibitor fee
cover?

Your exhibit fee will include:

¢ An 8 foot by 10 foot exhibit space, pipe and
drape booth partitions, a six-foot skirted table
with chair

e A listing in the Exhibitor Directory distributed to
all attendees and posted on the web for one year

e Booth signs indicating the name of the company
and state contract # (if applicable)

e Admission to all workshop sessions, continental
breakfast, afternoon refreshments and lunch for
one company representative

o List of all attendees (distributed electronically)
and an inclusion in the OSD EPP database

e Opportunity to apply for a MA Business EPP
Award (info to follow in SER exhibitor Kit)

e Access to all levels of government buyers and
decision-makers

Your registration includes all meals, refreshments and other amenities during the day for one person only with
additional representatives for the cost of $25 each. Payment to cover additional staff should be made at the time of
registration for booth space. (See Exhibitor Registration Form for details). Lunch seating for all vendors and reps will

be in the banquet area with the attendees.

Utilities and Other Exhibitor Services

Special Events Rentals, Inc. (SER) is the official show decorator. They will handle all exhibitor services such as
advanced shipping, receiving and storage; electrical; booth carpeting; additional furniture, etc. Approximately two
months prior to the event, you will receive a complete Exhibitor Kit from SER with finalized event logistics and all the
order forms necessary to obtain exhibitor services. Exhibitor services available from SER include:

(Continued on next page)
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Utilities and Other Exhibitor Services (continued)

Advanced Shipping, Receiving & Storage
SER will handle all advanced shipping and storage of | Important Decorator Information
exhibitor’s equipment and materials. The Exhibitor Kit

SER will be sending you an exhibitor
that you will receive from SER will outline the process * 9y

- i packet by August.
and recommended time frames for taking advantage of
this service. While exhibitors may transport materials on e Ordering and paying for the services
their own at the time of set-up, no supplies may be sent must be done directly with SER.
directly to the Centrum Centre - they must go through e Exhibitor Services Contact
SER, who will ensure timely and secure delivery of all Tom Kalniki, 508-757-3397

equipment and materials directly to your booth.

Electrical Services
All electrical services involve fees and must be ordered using the Electrical Services Form, which will be sent
in your exhibitor kit from SER. Electrical requests should be made no later than two weeks prior to arrival in
order to be guaranteed.

Set-up and Breakdown
Showroom Opens 8:00am — Closes 3:30pm

Because the Vendor Fair is a one-day event, set-up the morning of the show is discouraged. Exhibitors are strongly
encouraged to move in the day before the event and may do so beginning at 3pm on Monday, October 25. On October
26, the Exhibit Hall will open early at 8am sharp. Exhibitors should refrain from dismantling their booths until
3:30pm on the afternoon of the event in order to accommodate all attendees and as a courtesy to fellow exhibitors.
Cooperation from all exhibitors regarding the breakdown time will serve to keep attendees focused on the displays
until the official close.

Exhibitor Raffles

Those vendors choosing to conduct individual raffles at their booth may have the winners announced by the event staff
during the prize drawings at the end of the event. More details will be included in your exhibitor kit from SER.

Exhibitor Directory

Every attendee of the Vendor fair will receive a copy of the Vendor Fair Exhibitor Directory. In addition to the
contact information, we ask that the exhibitors provide a brief (no more than 60 words) company description
highlighting the environmentally preferable products and/or services exhibitors offer Commonwealth buyers. The
Exhibitor Directory will be available online after the show. (See page 6 on how to advertise in the directory to achieve
even greater visibility.)

Hotel Reservations Important Hotel Information
Two area hotels have agreed to reserve guestrooms for the o Call the hotel directly to make a reservation.
evenings of October 25 and 26, 2004, on a first-come-first- ¢ Reference the name of the event — “EPP
served basis, at a discounted rate to conference attendees. Room Vendor Fair and Conference”.

cancellation is permitted up to 48 hours prior to check-in date e Discount deadline October 11, 2004.

without penalty. Guestrooms will be available for check-in at
4:00pm on the date of arrival and checkout is 11:00 of the
following day.

e Payments must be made directly to the hotel.

(Continued on next page)
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Hotel Reservations (continued)

To make reservations, contact one of the following area hotels before October 11, 2004:

Hotel Name, Address and Phone # Location to Centrum Centre Rates: Single/Double Room
Crowne Plaza - 1-800-628-4240, 508-791-1600 | 1 hlock $114.00 + taxes, includes free outdoor
10 Lincoln Street Worcester, MA 01608 Full Service Hotel parking; $4 Indoor parking — optional
Hampton Inn - 508-757-0400 1 block $105.00 + taxes, includes free outdoor
110 Summer Street Worcester, MA 01608 parking and continental breakfast

% Offer a Promotional Vendor Fair 2003
; : Attendee Speak Out
Pilot Project!
Were you able to make any new
Increase booth traffic and promote your business before and after vendor contacts at the

the show! Get an agency, city or town to try your product - and get | event?
a story about it into our newsletter!

How does the Pilot Project work? We ask exhibitors to offer a limited
quantity of their products or service at a compelling discounted rate, or offer it
free of charge to an agency, city or town. In order to be eligible, the agency,

city or town must attend the show and register at your booth. You pick the
winner. Yes, 98%

How is this different from a raffle/door prize? First of all, it has to be an
green product or service. Second, the EPP program will work with you and
the agency recipient to track their satisfaction with the product or service - and
publicize it to hundreds of buyers across the state through our EPP Buyer
Update newsletter.

If yes, do you anticipate
contacting them after the
conference?

What qualifies as a pilot project? Promotional pilots may include but are
not limited to such new products, technologies and services as printing
services with direct-to-plate technology, green landscaping products,
remanufactured toner cartridges, plastic lumber site amenities, energy efficient
exit signs, compact fluorescent light bulbs, water efficiency retrofits,

alternative fuels, etc. The value of each pilot project may not be lower than
$100. Yes, 100%

What are the benefits?

o Before the show: The list of all Pilot Projects will be published in the
attendee brochure, on our website and in the EPP Buyer Update
newsletter.

Will this event lead to any
changes in the way you procure

EPPs?
e At the show: Attendees will receive a program with a list of pilot

projects available and will have to visit your booth to enter a drawing
for such a pilot. This traffic builder will bring you only qualified
leads!

o After the show: Articles and/or updates on the pilots will be
published in the EPP Buyer Update newsletter.

Yes, 90%

Don’t miss this opportunity for promoting your business before, at
and after the show! Send us your pilot description as early as
possible!
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Sponsor the Vendor Fair!

Give your business a competitive edge! Be more visible than your competitors! Maximize your

exposure before, during and after the event!

Platinum $2000
o Specially reserved highly visible booth (see Floor Plan on o NEW! Company logo in the pre- and after-show EPP Buyer Update
page 8) o Dedicated table at lunch for networking with key customers

o NEW! Company logo on Show Program cover

¢ Full Page ad in the Show Program

e Company logo and link on attendee registration webpage

e NEW! Chance to win a subscription to Comm-PASS SNS
o NEW! Company name on tote bag

¢ Recognition at the lunch ceremony

o NEW! Quarter Page ad in the after-show EPP Buyer Update
¢ NEW! Company name in the pre- and after-show EPP Buyer Update

e Company name on a full-page “thank you” ad in the Show Program

e Company name on sponsor “thank you” signs at the event

o Meals for 3 additional persons (4 total)

o NEW! Parking passes for 3 additional persons (4 total)

Silver

$500

Specially reserved visible booth (see Floor Plan on page 8)

NEW! Company name on Show Program cover

Quarter Page ad in the Show Program

NEW! Company name on tote bag

Recognition at the lunch ceremony

Advertising Specs

o NEW! Company name in the pre- and after-show EPP Buyer Update

e Company name on a full-page “thank you” ad in the Show Program

o Company name on sponsor “thank you” signs at the event

o Meals for 1 additional persons (2 total)

o NEW!Parking pass for 1 additional person (2 total)

e Company name on attendee registration webpage

Sponsorship Level Exhibitor directory ad size Ad dimensions (width x height)

Platinum Full-page

7 1/2” wide x 10 % ” tall

Silver Quarter-page

3 %" wide x 4 %" tall

Deadline: October 1, 2004. Camera-ready black & white art, JPEG, GIF or BMP files only. Mail the ads to
Dmitriy Nikolayev, OSD, One Ashburton Place, Room 1017, Boston, MA 02108. Questions? Call Dmitriy at (617)

720-3351.

Tentative Conference Schedule

Later lunch — more face time with buyers!

7:30-8:30 Registration & Breakfast
8:00 - 3:30 Exhibitor Hall is Open
9:00-11:45  Workshop Sessions
12:30-1:30  Lunch / Awards Ceremony

1:30 - 2:00
2:00-3:30

Dessert & Refreshments in the Exhibit Hall
Workshop Sessions

3:30  Exhibit Hall Raffle / Pilot Project Announcements and
Conference Close
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Exhibitor Registration Form

Company Name
Address
City State Zip
Phone Fax
Email Website
Eaph of the persons repre_senting your company at the Vendor Fair mu_s’g be listed to receive a
printed nametag. Please include additional fee of $25 for each additional person.
Main contact Email
1 Additional Contact Email
2" Additional Contact Email
3" Additional Contact Email
4" Additional Contact Email

Important: Future messages on the event will be via email! Please keep your email unchanged
through the time of the event! Please include email addresses for all persons registered.

Com pany Please provide a 60-word (or shorter) company description that will appear in the Exhibitor
. Directory, subject to event coordinator editing, distributed to all Vendor Fair attendees and will
Descri pt| on be accessible on the MA EPP webpage after the event. Important:

e Your company description must highlight the environmentally preferable
products/services supplied by your company

e The company description should be sent as an email (preferable), or attached
to the registration on a separate sheet.

o Check this box if you participated in last year’s Vendor Fair and would like last year's company description to be used.

Promotional Pilot If you would like to offer a Promotional Pilot Project, please specify what

PI’Oj ect product(s)/service(s)/technologies will be piloted, quantities of products and services the
winners’ sites will receive, the estimated value of the project and the type of financial or other

commitment that would be expected from the pilot site. Please attach additional sheets if

necessary.

Registration Form continues on next page 7
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Floor Plan and Booth Number Request

Aisle Selection. This year, in order to better match exhibitors with
their target audiences, aisles 400, 300 and part of aisle 200 will have
a special designation. Please select one of the options below.

I would like to be placed in:
[ Aisle 400: Facilities Products & Services Aisle
[ Aisle 300: Office Products & Services
[ Part of Aisle 200: Innovative Products & Services
[J Please do not place me into a designated aisle

Sponsor Booths. The following booths are specially reserved for
Vendor Fair Sponsors:

e Platinum: 400-405, 300-303 and booths below

()

o Silver: 424, 425, 324, 325, 204, 205, 3, 4, 5 and all
remaining booths

Booth Selection. Booths will be assigned on the first-come-first-
served basis at the discretion of the show coordinator. An effort will
be made to accommodate your placement request(s). Below,
please enter your preferred booth numbers:

1st: 2nd: 3rd:

Additional Placement Information. If you would like not to be
placed next to a specific exhibitor, please indicate below:
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Booth Fees, Sponsorships, Meals

Rate

Quantity Amount

Registration Fee
(includes one lunch)

$550 if paid by August 15, 2004
$650 if paid after August 15, 2004

Additional Person(s) registered

$25 per person (no limit)

Sponsorship
(booth fee not included)

$1000 - Gold
$500 - Silver

$2000 — Platinum

TOTAL

CHECKS ONLY are accepted as payment for exhibitor fees, sponsorships and meals!
Please make the checks payable to “EPP Expendable Trust”

Phone:
Email:

Send registrations, checks and other inquiries to:
Dmitriy Nikolayev, OSD, One Ashburton Place, Room 1017, Boston, MA 02108-1552

(617) 720-3351
dmitriy.nikolayev@osd.state.ma.us

Fax: (617)727-4527

Printed on recycled paper with minimum 307% post-consumer content
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